
 

SAM – Monthly Cardholder/Company Statement 

You will need to run this report every month since this is considered your monthly statement from GE.  

It shows your agency’s cardholders and their purchases/credits made during the billing period.  You can 

also use this when you want to see transactions for a particular period of time.  You will need to first 

sign into SAM;    https://gesamservice.corpcard.com/Paris  

 

“Database” is:   northdakota2 

“Login ID” is given to you by the State Program Administrator at OMB (SPA)  

 “Password” is a temporary password that is also given to you by the SPA.  Once you sign in, you will be     

prompted to change your temporary password, or you can change it your self by clicking on “Change  

Password/E-mail on the Home page of SAM.  

https://gesamservice.corpcard.com/Paris


 

Click on “Reports” and then “Report Wizard”  

 

Open up the “Cardholders” Folder and choose “Cardholder/Company Statement”.  On the right hand 

side of the screen there is a report description. 



 

Click “Next”   

At this point you can “Select All” for all your cardholders or you can choose a cardholder by just clicking 

on their name.   

Click “Next” 

Select the radio button “By Billing Cycle”.  The dates are already predefined.   

 

If you want a report for a certain period of time, select the radio button “User defined entry” and enter 

the date range you want to see. 



 

Click “Next”   Here you can choose different sorts.   The default sort is Post Date – Ascending.  

 

Click “Next” You will see the criteria you have chosen.  At this point you can “Run Now” or “Save”.  It 

might be good idea to save this report because it is one that you will need to run on a monthly basis for 

audit purposes.  If you check the box that says “Create bookmark on homepage” – this report will 

appear on your homepage when you open up SAM under Favorite Reports and Queries (right hand side 

of screen). 



 

 

 

 

 

 

After clicking “Save”, it will take you back to this screen.  The report defaults to a PDF file, but you can 

also choose Word or Excel from a drop down list to export the file into. 

 

Click “Run Now” 



 

 

Click on “Export”   

 

 

From here you can either “Open” or “Save” the file.   


